IS

APPLICATION FOR RECORDS RETENTION SCHEDULE Dg::;%igﬁ; ';f: iiccﬁcéfs‘\;gg ﬁ{ggﬁy
] - RECORDS MAMAGEMEN? DlV!SION
INSTRUCTIONS: See Publication No. 76—RM—1 for mstructtons on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schedulmg Section.

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Apptication Date Department of Administrative Services Application Number
April 11, 1979 Fiscal & Self-Insurance Division '7q - ‘3 o
Apmiication Number Treasury & Cash Management Section S Recaint R e s——rer
reanen 116 Mitchell Street/Room 407 BN 22 1978 Pt
_ Atlanta, Georgia 30303 | UL 2 1979
2. Person to Contact Working Title Telephone Number

Ivy Huff Accountant Principal 656-2168

3. Action Requested -

3. XX Estabiish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated.

e L

.0 Amend Application No, : Check One: [J Change; [] Supercede: (] Void N
4. Dates of Series S. Records Serias Title (followsd by title used in office; if different)
Earliest Latest

1970 | Present Agency Budget Warrant Copies (original copy)
6. Division and Office Function  What is the function of the Division and the Office in which this record series is created?

The Fiscal Services Division is responsible for adwministering Self-Insurance of State
Property and Liability; Workmen's Compensation for State Employees; Treasury and Cash

Management of State Funds; and for assisting State Agencies in design and implementation
of fiscal information systems.

The Treasury and Cash Management Section receipts, disburses to Agencies, and invests
State General Funds and Revenue Sharing monies. Federal funds receipted and disbursed
include letter of credit, Department of Transportstion reimbursement, National Flood

Control Fund, and National Forest Reserve Fund; receipts and disburses variocus Trust

Funds; provides accounting services and records for Superior Court appropriations;

1nsu£?3 eligibility of municipalities for and disburses grants to mun1c1palltles and
counties.

7. Record Series Description This file contains the following documents (include form numbers and titles, if any}.
Attach samples of the file,

Documents relating to: the process followéd in alloting State funds to agencies.

included are:  original copy of Agency Budget Warrants which are issued by the Office of
Planning and Budget, General Government Division, and authorize dlsbursement
of State funds by the Treasury and Cash Management Section,

File isarranged: numerically by warrant number. . -

L e . S L F o -
8. Monthly heferénca Rate How often are records referred to which are: ]
One to sax monthsold 2 i Seven 10 tweive months old _ 1 _ ___; Thirteen to twenty-four months old 0
twenty- fivemonthsandolder_______-_ -2 -~ '
9. Annual Rate of Accumulztion of Rerords
Lertersize drawars 3. - ;legalsizedrawers ______ :Shelves_________; Other {spacify)

AR—50—71, Rev.76 : - {Qver)




vEs | NO | 10. Questionnaire _ (Place an "XT‘:'fih therproperrcoluhT_n\} ___ 7 7 _7 i -

a. Is this the official copy of the series? ..
if not. where isit? _C.P.B., _Ge;peral Government Division

b Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
X ,

x | _c. Isthisa vital record? o )
x | d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these
X |  documents be scheduled separately? . . _

X f. inf ign contained in this series ever ki ?__1¥ yes, atiach capyv,

a. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy, Annual State Audit Report

X

X . -
h. Is there a dupfication of this series in your office o in anotheé o&fi%e Qf agency? Information is duplicated
x| i ves whe;egiComptroller General S_ Office an et
| L X 1 i Isthisseries for 2 major portion of i) reqularly microfilmed? i
11. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit peried — Y. __vyears.
b. Statute of limitation - years. e. Administrative need 1 years
¢. Federal faw _— . _YearS, f. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

i . s o

12. Aporaved Disposition Inﬁtrucﬁons This agency recommends that the file series be cut off at the end of each:
O Calendar Year; XX Fiscal resr; O Qther ' then,
) Ho!ﬁ in the current filesarea - _month{s) ___ 1 year and until State Audit is completed; then

O Transfer to local holding area, hold .. __._._year(s); then

O Transfer to State Records Center; hold __.__..._-_.;...";ear(s); then
A Desiroy. : '

0 Transfer to State Archives for permanent retention.

O Other (Specify) :

These instructions apply to all prior and future accumulations of the series.

—d

Heszd/Designee (Signature), Date Recogds Management Officer (Signature) Dra_lte'
ErmEr e L

a

77 (%_GT '
____Stats Records Gommittee (Signature) : Date
Recommendations in para- / -
graph 12 are approved. State Auditor/Design )’\-——4/\#—-"1- {-ro- 71
{If disapproved, attach letter ; — —
of explanation.) Seﬁemr%%ignee @{M& /) }[a.s.\_)L 7= rL— -] f

Attorney General/Designee // m ey G >3 7/
A g T

AR~50~71: Rev.76 {Raversa Side) ¥




